BUDGETING ANALYSIS TOOL

Job Aide: Updating new GSAF Classification in
BAT

This job aide will guide you through the steps of updating an employee record whose
classifications have been transferred from non-bargaining to Government Supervisors
Assaociation of Florida, Local 100 (Unit — K).

In the steps below you will:

e Select an Employee affected by the transfer
e Use the Edit employee record to:
o Update Salary Grade to reflect merit in the current year, and adjust budget year
merit
o Update Additional Earnings Tab to reflect Longevity Bonus Pay, Flex Benefits,
and Premium Pay in the current year

Step Action Notes
1. From the My Task List navigate to Human Capital Planning (HCP) Your assigned OMB
Preparation > Manage Position and Employee Data Budget Analyst will
My Task List have a list of the
—_— classifications being
I Operating Preparation transferred to GSAF —
|IEI I~ Human Capital Flanning Preparation Ki”Depa(.jrtme_gt Usfers
=] will need to identify
- search by Employes Name those employees in
= ¥ Manage Position and Employee Data these classification, and
¥ Maintain position data update their records

I “" Maintain employees by position I
& Fill to-be-hired vacancies

& vpc sync Employee Allocations from Positior)

 Review entity compensation budgets
e Review and approve positions
o Proposed Change to Base

- Human Capital Planning f&nalysis

- Operating Smart View Forms
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Step Action Notes
2. Right click on the employee whose classification has been transferred to
GSAF —K, and click MDC Edit Employee Details.
£
MDC Edit Employee Details
MDC Change Status
MO Employes Transfer 3

MDC Reverse Employes Transfer
MO Terminate Employes

MDC Restore Terminated Employes
MDC Calculate and Allocate All

B B B

MDC Assign Employes 3
Delete Employee Assignment

Edit 3
Adjust 3
Comments

Supporting Detail

& EJ

Shiow Change History
~

3. At the employee Salary Grades tab, adjust the 2nd Element by adjusting
the current value by 4.3% at the option override value data field, and
adjust the 3rd Element by taking the adjusted 2nd Element value and
adjust that value by 4.3% at the option override value data field.

= Employee Details

General *| Position Details *| FTE stamsdungesi SBlwmeisI\ MDC Step Pay Exception | Additional Earnings | Benefits "/ Tax Details *| Allocations

:f",Ermw: PECONTENF-CONTRACTOR ENFORCEMENT u)ﬂPns\ﬁcn: RER CONTRACTOR LICS ENF SUPV (10002251) A)ﬂEmp\uyee: VUELTA,DANIEL (00015473)

lie | Option Start Date | Option End Date | Allows Value Change | Override Option Value
‘Current Service Level | RER CONTRACTOR LICS ENF SUPY (SG002251) | 1st Element Chal.16 1/1/15 8/18(15 | Yes 2,751.16
2nd Element Chl.16 8/19/15 B,‘l&{ls Yes 2,369.45538

_20c Eee
3rd Element Ch2484 8/13/16 Yes 2,992.846654835955
< [ | (3] | 1 | »

4, Click the Save Icon on the toolbar to submit the data

Mavigate File Edit View Favorites Tools  Administration Help
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Step
5.

Action Notes
At the employee Additional Earnings Tab, find the Longevity Pay The Longevity Bonus is
elements (if applicable) and reflect the Longevity Bonus in the current already budgeted for

year by adjusting the 1* Element Longevity Bonus rate equivalent to the next year
employee’s years of continuous County service; For example 15 years =

1.5, 16 years = 1.6, 17 years = 1.7, etc.

[=] Employee Details

General | Position Detgils | FTE | Status Changss | Salary Grades | MDC Step Pay Exception | Additional Eanings-

j'f*‘Entity: PECONTENF-CONTRACTOR ENFORCEMENT ‘idpositiﬁn: RER CONTRACTOR LICS ENF SUPY (JC002251)
Owerride Option Val Option Start Date

Current Service Level | Longevity Pay (00125) 1st Element Change |2 53 2j3/15
2nd Element Change |3 2.3 2/1/16

Flex Benefits (00122) 1st Element Change 57 91.56857 10/1/156

2nd Element Change 77 91.66667 10/1/15

Furlough Deduction (00110F) 1st Element Change |0 0 1/1/15

Cost of Living Adjustment (00110C) | 1st Element Change |0 0 1/1/15

PREMIUM PAY (LC) 1st Element Change 33 108.33333 10/1/16

2nd Element Change 33 108.33333 10/1/15

Click the Save Icon on the toolbar to submit the data

Mavigate File Edit View Favoriiez Toolz  Adminigtration Help
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At the employee Additional Earnings Tab, find the Flex Benefits The Flex Benefits are
elements and reflect Flex Benefits in the current year by adjusting the 1  already budgeted for
Element Option Start and End Date to coincide with the current fiscal next year
year.

= Employee Details
General | Position Details | FTE *| Status Changes | Salary Grades | MDC Step Pay Exception | Additional Earnings . Benefits - Tax Details | Allocations

J%"’En(ltv: PECONTENF-CONTRACTOR ENFORCEMENT _{“PDSI‘]ON RER CONTRACTOR LICS ENF SUPV (JC002251) _{_dEka)yEE: VUELTA,DANIEL (00015479)
Option Value | Override Option Val Option Start Date | Option End Date | Eaming T
e [Fonasuiiviav(00122) 15t Element Change 22 22 115 2/28/15 | Add to G
2nd Element Change 23 2.3 2116 2/25/15 | Add to G
Flex Benefits (00122) 1st Element Change 5166667 9166667, 10/1/2014 9/30/2015 | Add to Grost
2nd Element Change 91.66667 91.66667 10/1/15 Add to Grosg
Furlough Deduction (00110F) 1st Element Change 0 0 1115 9/30/15 | Add to Gross
Cost of Living Adjustment (00110C) | 1st Element Change 0 0 11/15 Add to Gros{
ERERIREAV(C] 15t Element Changs 108.33333 108.33333 10116 9/30/17 | Do Net Add
2nd Element Change 108.33333 108.33333 10f1/15 Do Not Add
‘ I m v

Click the Save Icon on the toolbar to submit the data

Mavigate File Edit View Favoriiez Toolz  Adminigtration Help
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Step Action Notes
9. At the employee Additional Earnings Tab, find the Premium Pay (LC) The Premium Pay is
elements and reflect Premium Pay in the current year by adjusting the 1% already budgeted for

Element Option Start and End Date to coincide with the current fiscal next year
year.
B Employee Details
General *| Position Detzils | FTE | Status Changes | Salary Grades | MDC Step Pay Exception *| Additional Earnings . Benefits | Tax Details | Allocations
j”.“, Entity: PECONTENF-CONTRACTOR ENFORCEMENT _‘)_‘PDSI(]cnI RER CONTRACTOR LICS ENF SUPV (1C002251) _A)_‘Emp\uyee: VUELTA,DANIEL (00015479)
Option Value | Qverride Optien Val Option Start Date | Option End Date | Eaming T
e enazutyjEayi(Bo22) 1st Element Change 22 22 2315 2/28/15 | Addto G
2nd Element Change 23 2.3 2/1/16 2/29/16 | Add to G
Flex Benefits (00122) 15t Element Change 91.66667 91.66667 10/1/14 9/30/15 | Add to Gross
2nd Element Change 91.66667 91.66667 10/1/15 Add to Grosg
Furlough Deduction (00110F) 1st Element Change 0 ] 1/1/15 9/30/15 | Add to Grosq
Cost of Living Adjustment (00110C) | 1st Element Change 0 0 s Add to Gros{
ERELMIRAY(LD) 1st Element Change 108.33333 108.33333 10/1/2014 9/30/2015 | Do Not Add
2nd Element Change 108.33333 108.33333 10/1f15 Do Not Add
« [ m v
10. Click the Save Icon on the toolbar to submit the data

Mavigate File Edit View Favorites Tools  Administration Help
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11. To calculate the employee compensation, in the Expense (lower) portion
of the screen, right-click the YeatTotal cell and MDC Calculate Allocate
All.
] &

Return to Previous Form
G;h MDC Calculate and allocate All
E MDC View Allocation Expenses

-

Edit r
_ Adjust 3
Comments
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Docurnent Attachments
Lock/Unlock Cells
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Filter 3
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b ;3 Analyze
%) New Ad Hoc Grid
. -
T — — T -

At the confirmation message, click OK.

If your Current Year of View: is set to FY15, then at the bottom of the
screen you will see that compensation has been adjusted accordingly



